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Grants Online Performance Progress Reports
Reference Guide for Federal Program Officers and Technical Monitors
(Optional Reviewers)

The purpose of this document is to provide Federal Program Olfficers (FPO’s) and
Project Technical Monitors (Optional Reviewers) with a step-by-step process for
completing Performance Progress Reports and accessing Performance Progress
Reports and Federal Financial Reports in Grants Online.

Completing the Performance Progress Report — Simple Version

Step 1: Log into Grants Online by entering your Username and Password.
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Grants Online Performance Progress Reports
Reference Guide for Federal Program Officers and Technical Monitors
(Optional Reviewers)

Step 2: Select the Award tab and click on the Search Award link to complete the
Performance Progress Report. The Search Financial and Project Progress Reports link
retrieves previously filed reports (see page 15 of this guide for more detail).
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Step 3: After selecting the Search Award link, enter at least one search criterion,
including Applicant Name and/or Award Number. Click Submit.
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Step 4: The following screen displays the search results. To select the Award, click on
the actual Award number link in the Award Number column.

Search for Avard
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Step 5: Once you have selected an Award, the following Grants File screen is
displayed.
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Step 6: Scroll down to the bottom of the Grants File screen to view the Associated
Documents section and select the ID link next to the Performance Progress Report you
would like to complete. On a monthly basis, Grants Online will generate the Performance
Progress Reports that are due for each month.

Associated Documents

35 items found, deplayrig all items. 1
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actinn
Lsar
Awrard 2010987 Reprogram  System 11/22/2005 System RecgmentAuthonzedRepresentativesctions
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Award p Il Reprograrm  Systém 112372005 System RecgpigntauthorzedRepresentativesctions
Action ar Account sccount Complete ForwardToAgency
Bequast Rabudget
Aweard 2020135 Reprogram  System 11232005 System Completed
Ligs ar ArEaurE A E Ayt
Parformance 5954 01/01/2005 Fahima 02/23/2006 Fahima [N Prograss
Progress - 2 shir 2 shir
Report 06,/30,/2005
Select the ID link of the
Report you would like to
compleie

Step 7: Select the link entitled, Go to Performance Progress Report Details Page.
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Step 8: The Performance Progress Report - Simple Version screen is displayed. Select
the comment icon to add comments or view comments entered by other users. The
comments are viewable by all users including internal NOAA users and recipients.

* Zemrch
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Step 9: Verify the detailed Performance Progress Report information, including
designation of Final Report, Reporting Period, and Due Date. Files may be attached by
selecting the Attach Files link. Please note that only the Simple Version is authorized
for use at this time. Once all the information has been verified and the files have been
attached, click the Save button followed by the Complete Report button. This action will
start the workflow for NOAA acceptance of the Progress Report.

Final Report
@ vas & No

Reporting Period ©

[p1/o1/2008 | - [oe/30/2005
(v oy ) (i )
Due Date

[o7/30/2005
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2 items found, dizplaying all items. 1
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Selecting a Technical Monitor as an Optional Reviewer

Step 1: After clicking the Complete Report button, the assigned Program Officer will
have a task titled Review Progress Report. Select the View link.

Award | . P rmew = Reports | Help

OLTE@ RFA | Apphication

Welcome to Grants Online Cynthia Binkley “Log off
Advisories

Inbox Tasks

Notifications

Document Type  Status

Send Message Al b |Open ¥ Apply Filter >>

Manage Workflow ?
Taske. Review Task

7 items found, displaying all items.1

Task |Award Number Task Document Type
d Status
aW

NAOSNMF4070005 Review Progress Report Not Started Performance Progress Report

NAOGNMF4050005 Procurement Request and Commitment of Not Started Procurement Request and Commitm
Funds Funds

NAO6NMF4050005 Complete PO Checklist Not Started PO Checklist

NAD4NMF4340065 Review Award File Not Started Award File

NAO4NMF4340058 Review Award File Not Started Award File

Step 2: On the Progress Report Launch Page, the Program Office has several workflow
options. In this example, we will send the Progress Report to two Project Technical
Monitors (optional reviewers) for review. To set up the Technical Monitors as optional
reviewers, choose View Progress Report and click Submit.

Performance Progress Report - NAOSNMF4070005

Id: 2019151
Creator: Cynthia Binkley Create Dat
Status: Performance Progress Report Review Progress Report Not Started Status Dat

Last Edited User: Cynthia Binkley

Action: Please select an action v m W .
: orkflow Options
Please select an action " ﬂ P
Comment: Accep!t Progress Report
Reassign Progress Report
Send Progress Report for Optional Review

View Progress Report

View previous workflow history and comments ==

N
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Step 3: On the Progress Report Details page, click the Add button to add Reviewers.

Recipient Authorized Representatives:
4 items found, displaying all items.1

Name ____[Telephone |
Virginia Herring 601875-5912
Virginia Herring 601875-5912
Jason Keenum 228-875-5912
Jason Keenum 228875-5912

Optional Reviewers:

Nothini found to display.

Please hit 'Done’ to save the new route

Add Reviewers

Attach Files

save | Complete Report

Step 4: Search for the Technical Monitor (optional reviewer) and click on the Select link
when found. You may also add a new user from this screen. Clicking Select will return
you to the Progress Report Details page.

Search Users
Please leave all fields empty to search for all results

Enter search terms to find a user.

First Name |

Middle Name |

— Enter Search

Criteria

Organization |

|
|
Last Name IWhite I
|
|

E-Mail Address|

State Please select a state v

One item found.1

g- prin‘a Address
Phone

Select WHITE, NOS Office of Ocean and Coastal 3017133155 1305 EAST WEST |
E#Keswrmh‘lanagement (OCRM) SPRING, MD 20910
Add 3 new user T
Select User From
Returned List

- N =r=
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(Optional Reviewers)

Step 5: On the Progress Report Details Page, when finished adding Reviewers, click the
Done button. You are returned to the Progress Report Launch Page.

Optional Reviewers:

2 items found, displaying all items.1

Name ____[Action

Jeffrey Brown Remove
SUSAN WHITE FEemove

Please hit 'Done’ to save the new route

N

Attach Files

Click Done when Finished
adding Reviewers

Step 6: On the Progress Report Launch Page, launch the Optional Review. The task to
conduct the Progress Report Review will be placed in all the Technical Monitors

(optional reviewers) inboxes simultaneously.

Action:  |send Progress Report for Optional Review v h

Comment:

Please select an action
Accept Progress Report
Reassign Progress Report

View Progress Report

|—| Spell Check

Start the Optional Review I

View previous workflow history and comments >>

N
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Grants Online Performance Progress Reports

Reference Guide for Federal Program Officers and Technical Monitors

(Optional Reviewers)

Step 7: The task to Review the Progress Report is still in your inbox. You will receive a
notification when the Technical Monitors (optional reviewers) have completed their
tasks. You do not have to wait for the reviews to be returned before certifying.
Certification will remove any tasks remaining in the Optional Reviewers’ inboxes for this
Progress Report.

7 items found, displaying all items.1

View|Task |Award Number |Task Name Task Document Type
Id Status

View 72475 NAOSNMF4070005 Review Progress Report In Progress Performance Progress

Navigate fo the
Progress Report

View the Workflow

\

Performance Progress Report - NAOSNMF4070005 WorkFlow History Page

Date " Current

Review Progress
Report

Review Progress
Report

Review Progress
Report

—
BearingPoint

2005-11-18 Cynthia

14:14:39.0 Binkley ProgramOfficer ~SendOptionalRevi

In Progress

SUSAN WHITE OptionalReviewer Not Started

Jeffrey Brown OptionalReviewer Not Started

All Reviewers and Program Officer have active tasks.

N
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Reference Guide for Federal Program Officers and Technical Monitors
(Optional Reviewers)

Reviewing the Performance Progress Report as a Technical Monitor
(Optional Reviewer)

Step 1: After the Program Officer has selected the action to send the Progress Report to
the optional reviewer, the Technical Monitor (optional reviewer) will have a task to
review the Progress Report. Click on the Tasks link on the left side of the page to see
assigned tasks. To view the report, select the View link next to the Review Progress

Report task.

mEA | Alle:le-: g _.,_w it

Tl ba L gty Dl T wRTE

A TG

Inbox Tasks
Netifications

Archive

Documsnt Typs Status

fas CRNCTIIRCI R Apply Hiror -]

Tazky

fend Mesusge

Manage Worsfiow
Tahs

32 items found, displaying &8 items. 1

Avigrd Number (Task a Document [Pocument|StartiCompleted|FED aApplicant
RLotus [Type ! Dal L';L"-J'I.'L' fumiser  |Piamee
100538 NADSHNES4400002 Revew Not Performance 2035084 NESDIS-  Umewersity o
Progreds Starfed Progress NESDISPO- Chicago
Rt Report 2006
2000451
-
View Link

Step 2: The Technical Monitor (optional reviewer) will then have the option to submit
optional review comments or view the Progress Report. First the Technical monitor will
view the Progress Report and then select the action to submit optional review comments.
To view the Progress Report, select View Progress Report from the action drop down
menu followed by the Submit button.

Wi el s o Grasts Celine Sasan Wit

F Bdvisodies

Performance Progress Report - NADGNES4400002
[LiE 203E98%

Creatmrs Fahrma Zshir Creaste Deate: 02222008
EF ks sStatus: Performance Pragress Roport Feviow Progress Report Mot Started  Status Date: 02,/26/2006
* Send Message Last Edited Lisar; Rohert . Smith

F NotifEatans

® Archiwe

* Manage Warkflow

Tawks .
Action: Please sebact an action D submit |

. |Submit Opticnal Review Camments I I

[ ] I

Boawn Coamanand
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Step 3: The Performance Progress Report - Simple Version screen is displayed. Select
the comment icon to add comments or view comments entered by other users. The
comments are viewable by all users including internal NOAA users and recipients.

rlrant Lnformation

aroa R ] Avsard o7/ Aol Prograrm OAP Coopmrative [
Pliarmeber: T ariod: DA 305007 Ol Office {(CIRO)
Prograrm oL Program Hicar - w Prugram oo A
i Inhin Cortins btk e AT 1AS 4 by Ly 1jabin, cartmasging
Total Faderal - : Tokal hon Fadarsl .
Pl 39, 39L093, 14 s ¢ ¥0.00

e g 7 5
Srganization Name: U O ol g ric Comment Icon
Prograss Rapart Financial Bagaert
Fraspamsmnsy © L] Fracumnesyg: L

Froject Tiim: LRIVEREITY OF OLLAHOMA CIMME FIVE-YEAR PLAKN /

Performance Progress Report - NALT7RIL22Y — Simple Version

FPimass clck an this ©on to afd your comments or Yaw commants by othaer ussrs on thes report:

el hack ]
L) 3 "'
] Cora B W e

Step 4: Verify the detailed Performance Progress Report information, including
designation of Final Report, Reporting Period, and Due Date. To view the attached files,
select the Attach Files link. Once all the information has been verified, select the Cancel

button.
hm E

Final Report
® ves ®No

Reporting Period *

|o1/01/2008 | - |o&s30/2008
() (rmmyddd vy )
Diue Date

|o7,20/2008

(i)

Recipient Primary Investigators:
2 items found, displaying 2l items. 1

Zalinar, Arnald 312-702-7145
kurnar, ks 1234567890

Recipient Authorized Represent atives:
Nathing found to display.
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Step 5: After viewing the Progress Report and entering comments in the Progress Report
details page (see steps 3 and 4), you may enter additional internal comments in the
comment field below the Submit button on the Performance Progress Report launch
page. These comments will be viewable only by NOAA internal personnel through the
workflow history link. After entering your comments, click the Save Comment button.
Select Submit Optional Review Comments from the action drop down menu followed by
the Submit button. This completes the Review Progress Report task for the Technical
Monitor (optional reviewer).

-

LTl REA | Application .l.wfﬁl et

Managamant
Welcamse tn Grants (Online Suasn Whits

F Advisorins

Performance Progress Report - NADGNES4400002
1d: 2035024

* Naotitications

* Archive

Creator: Fahima Zakur Create Date: 02,/23/200¢
* Tashks Status: Parformance Progress Beport Peview Progress Peport In Progress  Status Date: 02/26,/200¢
* Send Massage Last Edited User: Robert Z. Smith
* Manage Waorkflow

Tasks . - - 5
Action: Il Submit Optional Review Cl::mmantsi
Comment: .
Submit bution

.

Spizll Chock

Save Comment

N
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Accessing Existing Performance Progress Reports and Financial
Reports

Step 1: In order to search Financial and Performance Progress Reports, select the Search
Financial and Project Progress Reports link from the Award tab.

Award Tah
RSEHFS B sovo | mes | apsicersan Mgt | admirisermtion | exrictions | mapors | nae
M“"“f _':vlmrds Search Financial and Project
far AwardE By ST HuTBSr Gr ARRIEART M Prograss Haports link

T L L,

i mi ATl e B e st
sgm mwardE acrope sy of vour sMbsted Crgsnesticne. This =il skow you 1o
+f thezs actio Il requre an approved ssard &ckion

na. Flwazs note that mamy o e S i -L';l

Step 2: The screen below is displayed. Enter at least one search criterion, including
Award Number, Period Start Date, Program Officer Name and Report Type. After
entering the search criteria, click the Search Reports button.

Hamage

Search Financial and Project Progress Reports

Award Humbor I — |
Suinct AN Awards | T ‘..-' Search Criterion
Parriogd Start Dot - L -

ar Lant e

Progesn Offces e |
(Fursd darme —

Searchk Reporis

iaery Report Fosidls
Fothng found to disalay.

N
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Step 3: The search results display all report types including the Performance Progress
Reports and Financial Reports. To view a specific report, select the link for the report
you would like to view from the Report column. This section will detail Financial Report
information. (If you were to select the link for a Progress Report, you would have access
to view the Progress Report information as detailed in pages 3-7 of this document.)

IO EaeE DITCOF Madvd o 4 T AT VLo e LN T Ll
{Fire Marme ar Lart e}

LiPrograse Asporty

[ .
Pargrsrt Typrar : CIFinancisl Repnris Rﬂpomﬂg ﬁﬂﬁ Pgﬂﬂd
=1 all Rogorts
Column
Report Colunin ETTE
*Qurrr Hieport Rasislls
1% items fourd, dhaplayirg all ams.1
[Feparting oo flac D Dale |Eengraen fficer]
Egport HALTRILERT D4,/01/2002 08/30,/2002 10,/30,/2002 Undafinee
£ MALTRILERT D00 /3002 O8/30,/2003 10/ 202005 Undsfinsd
1 HAITRILERT D0 00 05302003 L0/ FLA200F Undefined
(LRI Emgy D020 Q9302003 10/31/200 % Undalinid
part NALTRILEZT D01 2004 O8/I0,/Z004 10/31/2004 Undafined
part NALTAILEST 0,01 1, /3004 830,/ 2004 L0/2 12004 Undefined
L Ha1TRILERT 07002001 0%/ 30/2001 1032001 Undafingd
P 1123 orLEon 0%/ 30,2001 10,/30/200 1 Lvdafirid
part NA1TRIIERT 10,/01/2001 03/31,/2002 04,/30,/2008 Unidafinac
part MALTAILEST 10,0 13001 03/31,/2002 04,/20/200% Undsfned
L REiTRILERT 10013002 03 31/2003 04/20/200F Undafined
M 1TRI122T 10/01/2002 0¥31/2003 04/ 30,200 Undelined
part HA1TAI1LEIT 10,/01,/2003 03/31/2004 04/30/2004 Undafined
part HAlTRILEST §0,0 83003 OF/31/5004 O, 50 /3 004 Undefined
o Naieiiga? LA LS00 03312005 0432008 Undafingd
g

Please note that a Federal Program Officer (FPO) has view only access to the Federal
Financial Progress Reports. Also, reports that were migrated from the NOAA Grants
System (NGS) will display “Undefined” under the Program Officer column.

N
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Step 4: The Federal Financial Report - Simple Version screen is displayed. Select the
comment icon to add comments or view comments entered by other users. The
comments are viewable by all users including internal NOAA users and recipients.

—rant Iriformation
cEEA i avsaril OT/OLEO0 - P QAR ConpErative INELILLEE Progiam
Murmbimrs i P D4 30,007 Ceffilem : Gffica (C1P00
Promgram AN Prograa Mz e Program GMicar S
e b Tokin Cortinss el e 14T AFALE e Jabin. carbinasinaas. goy
ristal Fadaral S — Tausl Mk Fadiasal
Fumaing: i Tk Funding: RLAN
. Uniumeaity of Elmctranic :
Crganlzation ke e HockHBRT] 1
PR s Mt SR Finanoial Mo I
iyt maimi-anuaty  Coolo S Aty Comment Icon
Project Tile: LAIVERSITY. OF CELAMCMA CIMMS FIVE-YEAR FLAN
Fadaeral Financial Report - NAL7FRIL227 - Simpla Version /‘
inase CliGH O Ehés ioon B0 500 YOUr COMSNES or Wisk Jomwnants by stnar Lsars on this repore). I
T ! -
r »

e

Step 5: The Federal Financial Report - Simple Version screen displays the Financial
Report details including whether the report is the Final Report, the Reporting Period and
the Due Date. The Attached Report radio buttons indicate the types of reports: SF-269,
SF-272, or both.

When a report is generated, data related to Cash Receipts (drawdowns) and Federal
Funds Authorized is retrieved from the CBS system. Once this report has been
submitted to NOAA, these fields are locked records and are no longer pulled from the
CBS system.

Please note that migrated Awards will not have reports attached; as such, the A#tached
Report field will indicate which type of report was migrated from NGS.

Final Rmport

TaE  Ehno

Roporting Perkod
[oa /002 | e/ansz002 |
from ey A v

Cram Ceaie

10302002

PRy i d

Attachmd Bapoert Tyvpad{s)
GF e

=sr-272
ot

Canh Recuipgt s (Drovdowns: $0.00
Fadoral Funds Autharlzed:  §0.00

BEecipient BusineseSFlinanclal Repracsntatives:
Cires rtum fourd 1

Unknoeon Cr

] e T irceme
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Step 6: At the bottom of the Federal Financial Report - Simple Version screen, you can

click the link entitled, Attach Files to view any attached files. You may also select the
Cancel button to return to the Federal Financial Report launch page.

Recipient Authorized Representatives:
T items found, displaying all iterns. 1

Stephen Barton 208334-37AL
Mary Dudiay

Mary Dudiey 208=327=7099
Bill Hutchinson 2083343791
Jarmes Lau 20B334=3791

virgd Moore  208334-3791 ;
Jeff Seward  208334-3781 Atteck Fileslink

/ and Cancel hution
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